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| NTRODUCTI ON

Dear Col | eague,

Wel cone to the Adult dinical Assessnent Software
Application (ACASA) Version 3.0.1. The Nati onal

| mruni zation Program of the Centers for Disease
Control and Prevention is proud to introduce the
ACASA programto facilitate obtaining inmunization
data on adul ts.

This user’s manual provides you with step-by-step
I nstructions on how to use ACASA

I f you have software-rel ated problens with ACASA,
or questions regardi ng updates froma previous
versi on, contact the ACASA hel p desk at
acasai nf o@dc. gov) .

Any ot her questions you have should be directed to
the National | nmmunization program at 404-639-8921.

We hope you enjoy the program
Si ncerely,

Abigail Shefer

Abi gail Shefer, M
CDC/ NI P/ | SDY HSREB Br anch Chi ef

Carolyn Bachino

Carol yn Bachi no, MPH
ASPH CDC Research Fel |l ow
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Instructions for Installation and set-up

Note: Before using the software, it is inportant to ensure
that you have selected a printer fromyour conputer’s
control panel. If you are unsure howto do this, ask your
conputer hel p desk. To check, fromyour conputer’s desktop
doubl e-click on “My Conmputer”. Then double-click on
“Control Panel”. Then click on “Printers”. |f no printer
appears in this location, you need to add a printer. You may
not be able to print any reports until you have added a
printer.

|f you are installing froma CD, be sure your conputer has a
CD-Romdrive. Oherwise you will not be able to install the
CD. Ask your conputer help desk to downl oad the installation
files onto fl oppy disks; then use the floppy disks to
install the software. Oherw se, you can downl oad the
software fromthe ACASA website at

http://ww. cdc. gov/ ni p/ casal acasa/acasa.htm If you are
installing ACASA fromthe website, once you have conpl eted
the software registration formand clicked on the Downl oad
ACASA |ink, skip to #3 bel ow.

| f you are upgrading froma previous version of ACASA and
you have col |l ected assessnment data using that previous
ver si on, PLEASE BACKUP YOUR DATA prior to uninstalling your
current version of ACASA, and contact the ACASA hel pdesk at
acasai nfo@dc. gov for assistance. Let them know the version
nunber and rel ease date of the version you used to collect
your data and ask if your data will be able to be read by
version 3.0.1. Wit for a confirmati on nessage prior to

uni nstal ling your current version.

. Insert the ACASA CD-Rominto your conputer’s CD-Romdrive. o
to My COVWUTER and sel ect the appropriate CD-Romdrive
(usually D or E)



E. My Computer =] 3
J File Edt “iew Go Favoites Help ‘
« >  =@| ¥ ) >
Eack: Eansard Up Cut Copy Pazte Undo
J Address Iy Camputer j
= = D
3% Floppy (4] [C:]
Computer = = =
Syz on Frip-dyw-5' Data on Zhyd on
(D:) [F:] Frip-xdv-5'[H:]  'Frip-sdv-BYHa...
CD-ROM Disc
Appz on Syz on ‘Frip-rdw-5' Printers
Frip-xdyv-5' [M:] £
2 B (@& |
Control Panel Dial-Up Scheduled Tasks
Metwarking _I
| | | by Computer 7
2. Sel ect ACASAv301. exe.
BN C:\temp' ACASAvI0L == =]

File Edt ‘“ew Favorites Tools Help ﬁ
@ Back v = - | @Search |%Fulders a | 0 %= ‘ E-
Address [y C:\emphaCASAVID] =l @eo

Folders X

-1 My eBooks d .

@ My Pictures
-1 My 58S Files
- Ped
("] personal folders
-] PHIN Conferance
(] sas Configuration Information
{1 SECAT installation files
- Smallpox
-1 Wisual Sourcesafe
m-L vs.ET projects
-0 wHo
-] WinCasa
| Winzip Self-Extractor
(21 HETSS
23 mviona
-] Program Files
=2 termp
-1 acasa logo
123 ACASAVAD]
-] AdultCasalatest_v3.0
D Bayo
| Bayo's database
{1 ¢DC lages
-] CocaSALatestiersion
D CRYlicenseagresment
=0 Crystal Reports
{1 Dor's documentation taol
("] Microsoft WinHelp Compiler
{7 Microsaft's Winhelp_idontknow
=0 Package
{1 treeview contral
-1 vbdownloads
- ‘Wallpaper
-] winCASA latest

Type: Application Size: 11,7 ME |11.7 ME |@‘ My Computer

% Note: Some older CD-ROM drives will not read CD-Rs,
especially if there are burned at a high speed. If this is
the case with your computer, you will not see the file
shown above and you will not be able to install ACASA 3.0.1
from a CD. Consider upgrading to a newer CD-Rom drive or
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requesting ACASA be sent to you in diskette format.
Otherwise, you may downl oad the software fromthe ACASA
website at http://ww. cdc. gov/ ni p/ casal acasal/ acasa. htm

Next you will get a screen that | ooks like this:

WinZip Self-Extractor - ACASAY301.exe

Click Setup to install ACASA wersion 3.0.7.

WARMIMNG: Pleaze read the inztructions in the Lzer's
b arual for inztalling wersion 3.0.1 before proceeding. Cancel

About

b |

| f you have data that was collected using a version earlier than
version 2.2 (rel ease date Novenber 22" 2002), your data wll not
import into version 3.0. 1.

| f you have data that was col |l ected using any previous version,
PLEASE BACKUP YOUR DATA contact the ACASA hel pdesk at

acasai nfo@dc. gov for assistance. Let them know the version
nunber and rel ease data of the version you used to collect your
data and ask if your data will be able to be read by version
3.0.1. WwWait for a confirmation nessage prior to uninstalling
your current version.

3. Click SETUP
4. At the AdultCasa Setup screen, click K

¢ AdultCasa 3.0.1 Setup x|

@ Welcome ko the AdulbCasa 3.0.1 inskallation program.
g

Setup cannot insktall syskem files or update shared files if they are in use,
Before proceeding, we recommend that you close any applications wou may
be running.

Exit Setup

% Note: If at any tine during the installation process, you
get an error nessage stating that your conputer needs to be
shut down in order for the installation to take place, do
not panic. This does not nean that your conputer is
inconpatible with the software. Sinply restart your
conputer and continue with the installation process. Next,
you wi Il get another AdultCASA setup screen that |ooks Iike
this:




¥ AdultCasa 3.0.1 Setup

Beqin the installation by clicking the button below,

Click this button ko inskall AdultCasa 3.0.1 saftware to the specified
destination directory,

Directary:
’VC:'I,F'r-:ugram Files\AdulkCasa3nly, _hange Directory

Exit Setup

4. Cick on the picture of the conputer.

Next you will

get a screen titled Adult-CASA 3.0. 1-Choose Program
G oup.

#J AdultCasa 3.0.1 - Choose Program Group x|

Setup will add ikems ko the group shawn in the Pragram Group oo,

ol can enter a new group name or seleck one From the Existing
Groups list.

Program Group:

Existing Groups:

|.ﬁ.ccessnries -

IZASA For Windows
Microsoft Help Workshop

=
- Continue I Cancel |
5. Click CONTINUE. The programw il install within a few
seconds.
During the installation process, you may get a nessage that
| ooks like this:



¥ersion Conflick X

& file being copied is nok newer than the file currently on saur
syskem, It is recommended that yvou keep your existing file.

File name: 'CHWINNTYsystem32 MY CRTZ0,DLL

Description: 'MicrosafkE C Runkime Librarsy

Your version: 'Z.12.0.0°

Do wou wank to keep this file?

Mo Mo ko Al

This message inforns you that a file that is currently on your
conputer may be nore current than one of the ACASA conponents
you are installing. By clicking YES, you will keep the
current file and continue the installation process.

This is what you will see while the programis installing:

#J AdultCasa 3.0.1 Setup x|

Destination File:

C\WINNT system32\MSDATLST. OCK

Cancel

6. If installed properly, you will get a nessage that | ooks
i ke this:

AdultCasa Setup

AdultCaza Setup was completed successfully,

7. Aick OK.  AdultCASA 3.0.1 will now appear in the prograns

list of your conmputer’s M5 Wndows™ Start nenu, or as an
i con on your desktop.

When you start the program a title page wll appear.



Adult Clinic Assessment Software Application

Yersion 3.0.1
Compile Date: MNovember B, 2003

Developed By:
National Immunization Program
Centers for Disease Control and Prevention

Beqgin

Select BEGAN. This will bring you to the main nenu.

ACASA MAI N MENU

18]

File Patient Clinic Provider Reports  Ukility  Help

Pa

Adult Clinic
Assessment
Software
Application

Department of Health and Human Services I" ",
Cenfers for Disease Control and Prevention
National Immunization Program '”//
Immunizalion Services Division
Heallh senvices Research and Evaluation Branch



Cust om zi ng your information-gathering

1. From the main nmenu, select the drop down nmenu titled
PATI ENT. Then sel ect CUSTOM ZE PATI ENT DATA ENTRY SCREEN.
You will get a screen that |ooks like this:

Data Entry Customization El
Select Patient Information 'ou W ant To Capture
— Reqiztration Information

First \isit Address

Last Wisit City

Fatiert I State

First Marne Caunty

Last Mame Zip Code
2. To select all Middle Initial Phane Humber

. Drate OF Birth IngLrance

entries put yt(;lur . -
cursor over the Ethicity Chart D
box next to
“Select all Select Al Enties
Entries” and
click on it. Pleaze select minimum age [in vears): I 13
3. Then click
“Save” Save | LCancel |

4. If you don't want to select all entries (for instance, you
don’t want personal identifiers to be recorded during data
entry and reporting), then just deselect the itens you want
to block out. Do this by placing your cursor over the
square to the left of each itemand clicking on it to nake
t he check mark di sappear.

5. Sel ect the mninmum age (in years) of patients you will be
entering data on by typing in the age in the blank given
next to “Please select mninumage (in years):”. The |owest
acceptable age is 9. If you put in an age less than 9
years, you will get an error nessage |ike this:

Immunization Registration Entry x|
@ Minimurn age musk be at least 9 and less than 122,
6. When you are through custom zing, click SAVE. You wll get

a confirmation nmessage.



Data Entry Customization 7 dick K to

save your
custom zati on
settings and
go back to the
mai n nmenu.

Thiz application iz now cugtomized bo vour likings. |F pou would like ta change this
custamization return to thiz zcreen and make the desired changes.

The application is now custom zed.

3. Entering a newclinic site

1. Fromthe main nenu, select the CLINIC PROVI DER drop down menu

autt

Adult Clinic
Assessment
Software
Application

Centers for Disease Control and Preventfion

4
National Immunization Program 'WW// .

Immunization services Division
Health services Research and Evaluation Branch w

Department of Health and Human Services [[J¥¥, ",f
), 4
o

2. Sel ect ADD/ UPDATE CLINIC PROVIDER.  You will get a screen
called dinic Provider Information.
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Clinic Provider Information x|

—&dd Mew Site or Select from List

Select Site from List;
sie | |

City | |

State I j Zip Code I:I

— Site Information

Site Type I j
Date of Site Visit [11/04/2002 -] steCode [ |
Abztractor's lnitialz I:I

— Mizzed opportunities information

il you be collecting missed opportunities data for influenza? © Ye: 0 No

Select Flu zeason start date and end date for miszed opportunities for the report;

Start date:l £ 3 End date:l A 3

Select dntigens for Abetraction | Customize Guestions |

Add Mew Site | Save | LCancel |

Fromthis screen, you can either add a new provider site or edit
an existing site. To edit an existing site, go to the section in
this manual titled Editing Adinic Provider |Informtion.

3.
4.

At the bottom of the screen, click on ADD NEW S| TE.

Proceed to put in the site nane, city, state, and zip
code. Select the site type fromthe drop down nenu, and
enter the date of site visit (date format: Xxx/Xx/XXxX)
or today’' s date as appropriate. To select today’ s date,
click on the down arrow next to “Date of Site Visit”.
You will get a calendar that | ooks like this:

4| August2002  _+|

26 29 30 31 1 2 3
4 5 B 7 8 9 10
1 12 13 14 15 16 17
e 2 21 2 23 2
25 26 27 28 29 30 3
1 2 3 4 5 & 7
T Today: 8/19/2002

Aick on TODAY, and the current date will be sel ected.
Enter your initials (xyz) where it says “Abstractor’s
Initials”.

11



Clinic Provider Information x|

—&dd Mew Site or Select from List

Site  [ABC CLINIC | | =]
City |.-'1'-.t|anta |
State IGeurgia j Zip Code

— Site Information

Next you will need to tell the system whether or not you
will be collecting m ssed opportunities data (i.e.
visits where a patient canme in to see the doctor but did

not get a flu shot) about influenza. |If you are
collecting this type of data, click the circle to the
left of “Yes”. If not, click “No” and skip step #7
bel ow.

Select Site from List:

Site Type IF'ri'-.fate Provider j

Drate of Site Visit |1 1/04/2002 EI Site Code 7E101
Abstractor's Initials

— Mizzed opportunities information
'Will you be collecting mizsed opportunities data for influenza? & Fed & No h
Select Flu seazon start date and end date for miszed opportunities for the report;

Start date:l Ny 3 End date:l M 3

Select Antigens for Abstraction | Custamize Questiong |

Add Mew Site | Save | LCancel |

You have the option of determ ning your own definition of the
| ength of the flu season or tine period you are recording

for,

and of deciding which influenza season you want the

report to show m ssed opportunities for (e.g. 2000-01 or
2001- 02 season).

7.

You will

Enter the start and end dates for the influenza season
or time period in question by typing themin, or using
t he drop-down cal endars next to “Start date:” and " End
date:”. (A flu season typically runs fromQct. 1% of
the first year through February 28" of the follow ng
year.)

Cick on “Select Antigens for Abstraction” to select the
antigens you wll be abstracting for during the chart
revi ew.

see a screen that | ooks like this:

12



i, Select Antigens =10l x|
Fleaze zelect vaccines to be abstracted for

9. Sel ect
[4BC CLINIE t he antigens
you want to
abstract for
by clicking
your cursor

[~ Hepatitz B Waccin

[ Pneumococeal Vaccine in the box
[~ Hepatitz & Waccine next to eac h
[T Measles, Mumps and Rubella Yaccine antigen.

[~ Tetanus and Diphtheria Toxoids Conmbined

[T Diphtheria, Tetanus and Pertussis Yaccine

[ Varicella Yaccine
[T Meningococcal Yaccine

[~ Smallpos W accine

Save Cancel

I mportant! - Only the coverage rates for the antigens you sel ect
will be calculated in the reports. The reports will not show
coverage for vaccines not checked here.

10. After you have selected the antigens you want, click
SAVE. This brings you back to the Cinic Provider
| nf or mati on screen.

% Note: If you want to add additional questions for ACASA to
ask about during the chart review, skip down to section 5 in
this user’s nmanual Adding Additional Questions.

11. Once you are through entering the site informtion,
sel ect SAVE at the bottomof the page. You will get the
fol | ow ng nessage:

Clinic Provider Information |

@ “f'our [nfarmation iz saved|

% Note: If you click CANCEL instead of SAVE, your site wll
not be saved, and you will return to the main nenu.

12. dick OK. This will take you back to the main nenu.

4. Editing Ainic Provider Information

13



To edit information about a clinic provider, follow steps 1 and
2 above in Section 3: Entering a new clinic site.

3. Click on the drop-down menu next to “Select Site from List”.

Clinic Provider Information

—Add Mew Site ar Select fram List

Select Site from Ligt:

4. Choose the

Site | | .
AECCLINIE site that you
City | DR, LEVITT want to edit
CLUMMY SITE information for.

State I j Zip Code I:I

— Site Information

Site Type I j
Date of Siteisit [D8/26/2005 =] steCode [ |
Abstractor's [nitials I:I

— kizzed opportunities information

Wil yow be collecting missed opportunities data for influenza? © Yes ©© Mo

Select Flu seazon start date and end date for mizzed opportunities for the repaort;

Start date:l M 3 End date:l s 3

Select dntigens for Abatraction | [Customize Guestions |

Add Mew Site | Save | Cancel |

5. Once you have selected the appropriate site, change the
address, site type, Date of Site Visit, Abstractor’s
Initials, and anything else that needs to be changed in
order to match the information for the date and location
where the assessment is taking place.

*Note: If you want to edit the custom questions for a
provider, skip to the section in this manual titled Adding
Additional Questions, where you will find an explanation
about this.

6. Click SAVE to save the changes or CANCEL to disregard the
changes.

7. If you clicked SAVE, you will get a confirmation message

like this one letting you know that your information is
saved:

14



Clinic Provider Informat x|

@ ‘four Infarmation is saved!

8. Click OK. This will take you back to the MAIN MENU.

8. Addi ng Addi tional Questions

1. From the Clinic Provider Information screen, click on
Customize Questions. You will come to a screen that
looks 1like the one below.

isi. Choose Questions to Eusl:umi: =10 x|

To create questions
with open-ended
answers, select
“Fill-in-the-blank
questions”.

Pleaze zelect which questionz pou wizh o cuztomize.

[ Filkin-the-blank questions

[ §esfHo/Unknown questions

To create questions
with yes/no answers,
select “Yes/No/Unknown
questions”.

ok Cancel

This screen allows you to select the type of questions you
want ACASA to ask about each patient. You can either create
questions that will have open-ended or yes/no answers.

2. If you select to enter fill-in-the-blank questions,

the next screen you will see will look like the one
shown on the next page. If not, skip to #3.

15



Question Setup A

Fleaze enter fill-in-the-blank questions to be asked for a. Type in

[+vZ CLIMIC your first
open-ended

e —— Taeeton

1 .
by placing

2 your

3. cursor

4, inside the

B column

E. next to 1.

7

a8

a9

10.

11.

12, -

Save | i Cancel

This is the Question Setup screen for fill-in-the blank
questions.

b. When you have finished typing in your first question,
move your mouse to the second row and click in the
area next to 2.

c. Repeat this process until you have entered all the
fill-in-the-blank questions you want ACASA to ask (up
to 35).

The screen on the next page gives an example of what the
screen will look like when you are through entering your
questions.

16



Question Setup A

Pleaze enter fill-in-the-blank questions to be azked far

[4BC CLIMIC

L1*

1. Mfhat waz the last year of education that the patient received?

2. Mhat iz the patient's income bracket?

3. [l what country was the patient born™?

4. Mw'hioowas the patient's previous provider?

8. [If the patient iz a smoker, how marny ciganettes/packs a day does hedzhe smoke?
B. If the patient drinks alcokol, kow many drinks does hedzhe conzume in a week?
7. Mihat iz the patient's blood tepe’?

3. Dvate of lagt complete phyzical exam?

9. Blood preszure?

10/Heart rate?
11 Chalesterol count’?
12, -

Save Cancel

d. Click SAVE when you are through entering questions.
This will bring you back to the Clinic Provider
Information screen. If these are all the custom
questions you will need, skip to #13 below.

3. If you selected to enter questions with yes/no
answers, click on the Customize Questions button.
You will see a screen that looks like this:

=10l x|

i, Choose Questions to Customize™

Pleaze zelect which questions you wish to customize. 4. Select the box

™ Filkin-the-blank questions next to

“Yes/No/Unknown
[T SesHolnknown questions questions”

ok LCancel |

5. Click the OK button. This will bring you to the
Question Setup screen for yes/no questions.

17



iw, Question Setup ;IEIEI

Fleaze enter gquestions to be asked for

|ﬁac CLINIC

F11 Type guestions here. [numbering iz automatic)

To delete a question click on the left hand column and prezs the Delete key on the kevboard.
Tomove a question up or down, you must do the following:

a) manually change the question number
b zart the questionsz by clicking on the "Saort by number’ buttan
] renumber the questions by clicking on the 'Fenumber Questions' buttan

Benumber

Sort by nurnber Duestions Save LCancel

This screen allows you to add questions requiring a
yes/no answer. You can add up to 75 additional questions
for ACASA to inquire about on each patient.

6

To add a question, place your cursor in the white
area where it says “Type questions here.” Hold the
Backspace key on your keyboard to delete the
instructions, and then type in the text for your
first question.

When you have finished entering your first question,

move your cursor down to the next row and enter the
next question.

18



Repeat #7 for each consecutive question. See example below.

is, Question Setup -0 x|
Pleaze enter yez/nofunknown guestions to be aszked for
[4BC CLINIC
1 |2 the patient allergic to any medication’?

2 |“as the patient barn in anothier country besides the 15,7
Fl3  |Does hedshe have a childhood immunization record?

T delete a question click on the left hand colurn and prezs the Delete key on the kevboard.
To move a gquestion up ar daven, vou must do the following:

a) manually change the question number

b] zort the guestionz by clicking on the "Sort by number’ button

] renumber the questions by clicking an the 'Benumber Questiong' Buttan

Benumber

Sort by number Duestions

Save LCancel

8. To delete a question, highlight the row for the gquestion
you want to delete by clicking on the gray area to the left
of the question. Then press the “delete” key on your
computer’s keyboard.

9. If you would like to move a question to appear in between
two existing gquestions:

a. Place your cursor in the area where the question
number is located next to the question you want to
move.

b. Type over the existing question number with the
qgquestion number for the location where you want to
move the question, (example, to make the third
question appear in the second place location, change
the 3 next to the question to a 2).

c. Click the SORT BY NUMBER button.

d. Click the RENUMBER QUESTIONS button.

19



Your questions should now be in the order you want them.
See example below.

iw, Question Setup ;IEIEI

Fleaze enter ves/nodunknown questions to be asked faor

|ﬁac CLINIC

b1 W'az the patient born in another country besides the 15,7
2 Does hedzshe have a childhood immunization record?
3 |2 the patient allergic to any medication’?

To delete a question click on the left hand column and prezs the Delete key on the kevboard.
To move a question up or down, you must do the following:

a) manually change the question number

b art the questionsz by clicking on the "Saort by number' buttan

] renumber the questions by clicking an the 'Fenumber Questions' buttan

Benumber

Sort by nurnber Duestions Save LCancel

10. Once you have finished adding the questions you want,
click the SAVE button.

% Note: You will not be able to delete questions or
change the order in which questions appear once you
have entered information on your first patient!

Please double check to make sure the questions are the
way you want them before continuing.
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i, Question Setup =10l x|

Fleaze enter ves/nodunknown questions to be asked faor

[ALLNUM

Tf you p |1 |did patient continue beyond high school? =
attempt to i ?f -
modify the 4 |azdf
questions 5| asdf
once data B |asdf
has been G E ]
entered ou 8 josd

. r Y 9 asdf
will get the 10 |aedf
following 11 | aedf
error 12 | asdf
message: 13 |asid -

Y'ou cannot delete or rearder existing questions because data
has already been entered for patient(z).
To add a new question, click on 'Add Mew Guestion' and enter text.

&Qﬂigigr | Save LCancel

Although you cannot delete a question or modify the order
of gquestions once data has been entered for an assessment
site, you can still add new gquestions. To add a new
question:

i. Click on the Add New Question button.

ii. The following screen will appear:

ini. Enter Text for New Question - 10| x|

M ew Question:

ok | Cancel |

iii. Enter the text for the new question.

iv. Click OK. Your new gquestion will appear at the
bottom of the list of questions.

V. Click the SAVE button.
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Clinic Provider Information |

r&dd Mew Site or Select from List

Select Site from List:

Site  [ABC CLINIC | [eecoumc I
| 11. After you
have selected

City |H0met0wn

State [ Caliormia [ b the antigens for
Site Information abstraction and
Site Type Il:ommunit_l,l Health Center j customized your
Date of Site Vist [08/19/2002 [~ Site Code questions, click
Abatractor's Initials the SAVE button

Select Antigens for Abstraction | i Custornize Questions You will ge t a
message stating
that your

Add Mew Site | Save | LCancel information iS
saved.

Clinic Provider Informaktio

12. Click “OK”
Wour Information is sawed!

13 Once you are happy with your customization for this site,
you may decide that you will want to use this customization
(including the guestions you created) again later for other
sites you will be assessing in the future. TIf you think
this is a possibility, it is very important that you now
save a copy of your database to a separate location!

14 To save a copy of this site for customization purposes,
from the ACASA Main Menu, go to the drop-down menu called
File and select Save As:

Poss

Adult Clinic
Assessment

Software
Applicalion

Department of Health and Human Services JIEE




el
Save IaTemp j = = ER-
3 Desktop
Favarites
File name: I:Z[:l CHospital.mdb j Save
Save as ype: I*_mdb j Cancel |
F

You will get a pop-up screen like the one above. The default
file name is CDCHospital.mdb. It is the file that ACASA
searches for to access your data. Change the filename and save
it to a separate place on your hard-drive in a folder or a disk
that is clearly marked “Customization copy”.

a. To create this folder, first find the place in your
hard-drive or back-up drive where you want the folder
to go (Example: “my documents” folder).

b. Next, click on the “Create New Folder” icon at the top
of the screen, which looks like a closed yellow file.

_ 2% g1

Saveir: |y My Documerts -l « @ ckE-

_1ACASA Version 2.1 [ 5chedul=0CR Input Cronte How Foldor|vers
AT C5cheduleOCR Qutput \_E’m\‘r

(i) My Data Sources @2000 partnerships_coalitions. xls @leas‘x\s
1My eBooks @ACASA-AFIX time record xls Estatevac‘sasi
My Pictures EWarFix.zip

1My 545 Files 8] cdbrfss2001 asc.AsC

(@1 wrehs [ cdchospital. mdb

" IMew Folder Edb1.mdb

" oregon 2 db2.mdb

" 1POE survey E]Enterprise Guide Sample

1545 Configuration Information %Getting Started.seg

4 | |

File name: [cocHaspitalmds = Save

Adult Clinic
Assessment

Software
Application

Cancel

Save a3 type: I’ mdb :I

Department of Health and Human Services [FFRF#ayy ,’
Cenfers for Disease Control and Prevenfion f’ Ip’ d
National Immunization Progrom
Immunization Services Division ”"//[/ / .

Heallh Services Research and Evaluation Branch m
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c. This creates a new folder. Rename the new folder
“Customization copy” or give it another name that
makes sense to you.

d. Click the Open button.

=B8]

- «®merE-

|1 ScheduledCR Tnput @hepatitis wersion 2.0.1.zip
1 ScheduleOCR Output 4l navil.gf

3 2000 partnerships_coalitions  xls @leas.xls

B8 AcAsA-AFLE time record. s Estatavac.sas?bdat

30 aF 13 zip 2 Customization Copy
cdbrfss2001asc,A5C

2| cdchaspital.mdb

Save in; |@ My Documents

File name: [EoCHospitalmdb =l

Adult Clinic
Assessment

Software
Application

Save as lwpe: | * mdb ll

Centers for Disease Control and Prevenfion

National Immunization Program , f ////
[immuniation |

Department of Health and Human Services ¥ /'l’, ’

Immunizalion Services Division
Health Services Research and Evalualion Bronch

e. Now click the Save button.

r e®mckE-

Savein: | Customization Copy

Pu

Adult Clinic
Assessment

Software
Application

File name [EoCHasmtal mb = |

Y saveashpe  [imdb = Cancel | |

74 |

Department of Health and Human Services 1'7""

Centfers for Disease Control and Prevenifion
i //////z.

National Immunization Program
Immunization Services Division
Heallh services Research and Bvaluation Branch
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You will use this file later if you wish to create new
sites with the same customization so it is important that
you make note of where it is. For an explanation of how
to create a new site with this customization, go to the
section in this manual titled Importing Data.

5. Entering a new patient

Fromthe main menu, select the drop down nenu for
PATI ENT.

S [ 3

File Patient Clinic Provider Reports  Utilicy  Help

Pess

Adult Clinic
Assessment

Software
Application

Department of Health and Human Services l' "’
Cenlers for Disease Cenirol and Prevenfion
National Immunization Program ’bt // //
Immunization Services Division
Health services Research and Evaluation Branch

Then sel ect NEW PATI ENT fromthe drop-down |list. You
will get a screen that | ooks like this:

Select a Clinic/Provider E3

The systemw ||
have
automatical ly
created a
random site
code nunber for
your clinic
site, which

wi ||l appear
under “Site
Code” .

r Select from List

Select Site from List: Site Code

[ |

[EamtimuE | Cancel |

Cick on the arrowto the right of “Select Site from
List:” to select the clinic site fromwhich the patient
bel ongs.

Once you have selected your site, click CONTINUE. This
will take you to the Imruni zation Registration Entry (New
Patient) screen.
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Immunization Registration Entry {New Patient)

A Patient ldentifiers
ati ent i Fatient 1D Last Mame Firgt Mame Middle Initial  Chart$
PD ABC227357 | | I |
nunber
wi — Patient Infarmatian
a_ut oma-
tically
be Drate OF Birth Inzurance First izt Lasgt Wizt
gener a- - - = -
ted for [/ =l | = [ =l [+ =]
you_r Sex Race E thinicity
pat i ent
I j IN:::tNu:uteu:I j IN:::tNu:uteu:I j
Addresz City State
Zip Code CoLnty Phone Mumber
| [i 1

Exit |
Motes | Hext |
Cancel |

5. Proceed to enter the information that you selected in the
custom zation screen. (Al the areas that are not grayed
out)’. Under the “Patient ldentifiers” section at the top
of the screen, enter the patient’s |last name, first nane,
mddle initial, and chart nunber (if applicable). Under
t he headi ng CHART# record the actual nunber on the
patient’s chart.

6. Under “Patient Information”, enter the patient’s Date of
Birth, Insurance type (if applicable), their first and
| ast visits to the clinic, sex, race, and ethnicity.
Enter dates: nonth/day/year (00/00/0000)* or choose a date
fromthe drop-down nmenu. Enter the correct answers by
selecting themfromthe drop-down nenus given to the
right of each question.

7. In the next box, enter the patient’s street address,
Cty, State, Zip code, County, and Phone Nunber (as

"If you are running Microsoft Windows XP™, then you may not see anything grayed out. However, you will only
be able to enter data for the fields you selected during customization.

*The software requires that you enter at least six digits for dates. Therefore, you must put in zeros in front of single-
digit days and months, and you must enter the year as four numbers. Please do this on all dates; otherwise, you will
get an error message.
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applicable. You may select the state fromthe drop-down
menu to the right of “State”.

« Note: If you enter a date incorrectly, you will get an
error nmessage that |ooks |ike this:

Immunization Regiztration Entry |

@ The firgt visit date iz not a walid date. Please enter a valid date.

If you are not entering a note about a chart, you nay now skip to
step 11.

8. As you are going along, if you notice sonething unique or
unusual about a chart that you think would be inportant
to feedback to a provider, , such as a way that the
organi zation of a chart could be inproved, select the
Notes button at the bottom of the screen.

tion Registration Entry {(New Patient} El
—Pa Identifiers
St pde Patient D Last Mame First Mame Middle Initial  Chart$#
B ERIEEEE ~ [1o0
—Pa Infarmnatian
mte OF Birth Inzurance First izt Lasgt Wizt
/26139 | x| [Miltary = o [zl [osezsceo0z2 =]
B Race E thinicity
ale j I Mat Mated j I Mat Mated j
Hdress City State
Code CoLnty Phone Murber
b7 i1
Exit |
Motes | MHest |
Cancel |
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You will get a screen that | ooks like this:

. Hotes M=
9. Type Thiz chart is incompletel] :I
in your
not es
about
t he _J;j
chart - :
in the &
white
area. Save | Cancel |

10. dick on the SAVE button to save your comments.
This will bring you back to the | munization
Regi stration Entry (New Patient) screen

11. When you are through entering patient information,
click NEXT. This will take you to the | nmunization
Hi story screen.

% Note: If you click EXIT i nstead of NEXT, you
will not be conpleting the data entry on this
patient. You will be sent to the Main Menu
and wi Il have to select the drop-down for
Patient, then Edit Patient in order to go back
to this patient. |f you did not enter any
information at all about this patient, a blank
patient file will have been created, which
shoul d be deleted later if unused. (Refer to
the section titled Updating information on a
patient in this manual).

% Note: If you click CANCEL while you are in
his screen, none of your patient informtion
will be saved and a blank patient file wll
not be created. Any notes that you saved on
this screen will no |onger exist either.

~+

X/
L %4

te: If you choose NEXT instead of CANCEL, a
bl ank patient file will be created, which
shoul d be deleted later if unused.
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6.

Entering a patient’s |Inmuni zation Hi story

I f you clicked NEXT in the |Inmunization Registration Entry
screen, you will cone to a screen titled I munization History,
whi ch | ooks like this:

Immunization History

— Patient
Patient D Firgt Mame Last Mame Site Code
ABC227387 | | | | | | 71153

— Immunization R ecords
Select Antigen *denotes a pediatric antigen  Date

| [ B =

[f Hat Y accinated:

Reazon not vaccinated

| [

Other Reason

You can
use the
Back
button on
t he

bott om

| ef t
corner to
go back
to the
previ ous
Screen
and make
changes.

Add to Higtary |

" accination History - [Double Click, on Left Side of Gnd to Select an Antigen for Deletion]—
[PatientlD [&ntigen | Date|Feason Mot VYacoinated

Bemawve from Histary

Exit |
Back Hest |
Cancel |

The
patient’s
conput er
gener at ed
| D code,
nane and
site code
will
appear in
gray at
the top
of the
screen.

1

Under SELECT ANTI GEN, go to the drop down nenu and sel ect

t he vaccine or toxoid of interest.

% Note: Be careful to select the right antigen. For
i nstance, if an adult booster of conbination
Tetanus and Di phtheria toxoi ds was adm ni stered, be
sure to select “Tetanus and Di pht heria Toxoi ds
Conbi ned”, which denotes Td, not the pediatric

antigen DTP.

< Although the mninmum age of patients that can be
entered is age 9, pediatric antigens are avail able
(denoted by an asterisk) in order to allow the user
to record past vaccination record information on

adol escent and adult patients.
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If there is a vaccination date recorded in the nedical
chart, enter that date nonth/day/year (00/00/0000) or choose
a date fromthe drop-down nenu. Skip to #5 bel ow

I f no vaccination date is given and there is a reason given

in the chart why the patient was not vacci nated, enter that

dat e nont h/ day/ year (00/00/0000), or choose a date fromthe
drop-down nenu, in which the vaccination was offered or the

reason why the patient did not get vacci nated occurred.

Next, place your cursor over the arrow next to the box

mar ked REASON NOT VACCI NATED

Sel ect the reason not vaccinated fromthe drop-down nenu.
| f the reason not vaccinated does not fit any category,
select “other”, and type the reason under “Q her Reason”.
If no reason is noted, |eave the reason bl ank.

Cick on ADD TO HI STORY. Pl ease note: Select only the
antigens you are abstracting for. Record all vaccinations
that are docunented in the chart, whether or not the vaccine
was given at the specific clinic. Unless you are deleting an
antigen, you may now skip to step 7.

The anti gens you have entered and the vacci ne dates or
reasons not vaccinated will appear at the bottom of the
screen under “Vaccination History.” If you notice that a
m st ake was made and you wi sh to delete an antigen, double
click on the arrowto the left of the antigen until REMOVE
FROM HI STORY is highlighted. dick on REMOVE FROV H STORY

You will get a prompt that looks like this:

Immumzation History E |
@ Are pou sure you want to delete thiz antigen’?
Tez

Click YES to delete the antigen or NO to continue.

If a vaccination was not given and there is no reason
recorded in the chart, then it is ok to proceed without
entering any information about that antigen.
Alternatively, you could select the antigen, enter a date
and type “no reason given” in the Other Reason box.

% Note: If you do not enter any reason or select (none)
in the “Reason not vaccinated” drop-down menu, then
any date you entered for that antigen will be counted
as a vaccination date! If no vaccination was given,
you must either give a reason or not enter a date!
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8. When you are finished entering all the vaccinations of
interest, click NEXT at the bottom of the screen to
proceed.

The next screen you will come to is the Risk Factors screen.

IC: M arme: | |

— Mizzed Opportunities for Influenza W accine

Mumber of vizits I 1 [ between 9/20/2002 and 12/25/2002 |

— Check all that apply

Medical Conditions Social and Behavioral Factors

[ Asplenia O Alcohalizm

[ Asthma lllegal Dirug Use

O Blood Disorder Intemational Travel

O Cancer/HI/Organ Transplantation Living with high-rigk. perzon

[ Cerebrospinal Fluid [CSF] Leak O Long temmn care facility resident

[ Disbetes melitus [ tan wha has sex with men

[ Endacrine disarder ather than diabetes Health Care Worker/Other O coupation
[ Heart Dizeaze O American Indian or Alaskan Mative

[ Hepatitis C Antigen Pogitive/Chronic HepC [ Sexual Acitivity [High Risk: >2 partners/& ma)
[ Liver Dizeaze [Chronic or Cirhosig)

[ Lung Dizease Other than Asthma [ Other

[ Mever had chickenpox [varicella)

[ Pregnancy

[ Renal Dizease

" Euplain Other

E it
| Hext

Mates | Back

17

You can use the Back button to
go back to the previous screen
and nmake changes.

if

LCancel

You can record notes on this screen as wel |,
usi ng the procedure expl ai ned previously.

31



screens, you nmay get a nessage that |ooks like this:

I f you are using the Next button to switch between

If you get this nmessage, click OK and
then | ook through the chart for the
nunber of visits during the influenza
season of interest. You nust enter this
nunber at the top of the screen where it
says “M ssed Qpportunities for Influenza
Vaccine” prior to going forward to the
next screen.

Entering a patient’s risk factor information

. I'f you have custom zed the systemto record m ssed

opportunities for influenza vaccine, under M SSED
OPPORTUNI TI ES FOR | NFLUENZA VACCI NE, record the number of
visits that the patient nmade to the clinic for any reason,
during the tinme period of interest that you have custom zed
(Do not count tel ephone correspondence). You nust have
decided on the criteria for this prior to the date of the
chart audit and ensured that all data abstractors are
recording for the sane tinme period (See ACASA User Tools
manual for nore on planning for an assessnent).

In the CHECK ALL THAT APPLY box, check the general category
of any high-risk conditions, social or behavioral factors
recorded in the chart for that patient.® (If you aren’t
sure whether the patient’s diagnosis falls under one of the
categories, right click on the category in question, and a
list of high-risk conditions with correspondi ng | CD9

di agnostic codes that fall under that category will energe.)
Sonme of the nmenus will include indications for both
pneunococcal and influenza vaccines, but others will only

i nclude one or the other. The nenus are there to give the
user nore information. For categories where there is a +
before the category nane, left-click on the + and a list of
choices will appear. Place your checknmark on the correct
choice. For exanple, see “illegal drug use” in the screen
shown on the next page.

? Please note that the ICD9 code lists included in ACASA identify the minimal indications for influenza and
pneumococcal vaccine. Other indications or risk factors for vaccination (agreed on beforehand by all abstractors
and the chart audit coordinator) should be typed in under the “OTHER” category.
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Risk Factors

— Patient

M arne:

IC: ABCZ27387

— Mizzed Oppartunities for Influenza Yaccine

Murmber of vizsits I 2 [ between 9/20/2002 and 12/25/2002 |

— Check all that apply

[ Diabetes melltuz

[ Endocrine disarder other than diabetes

[ Heart Dizeaze

[ Hepatitiz C Antigen Positive/Chronic HepC
[ Liver Dizease [Chranic or Cirthosiz]

[ Lung Disease Other than Asthma

[ Mever had chickenpos [varicela)

[ Pregnancy
[ Renal Disease

Health Care ‘worker/Other Occupation
O American Indian or Alaskan Native
[ Sewual Acitivity [High Risk: »2 partners/& ma]

[ Other

|' E wplain Other

Motes | Back

Exit |

Mext

Cancel |

M edical Conditions Social and Behavioral Factors Pop-up
O Asplenia O Alcohalism for

O Asthma . |$| llegal Dug Use “Tllegal
[ Blood Disarder . L[] IV Drug use Dru

[ Cancer/HIY/Organ Tranzplantation v [ Mordnjecting Drug use g
[ Cerebrospinal Fluid [C5F) Leak '_D Dirug Use: type unkrown Use

3. If the high-risk condition is not

i sted,

check OTHER and

type an expl anation under EXPLAIN OTHER. This will not
affect the coverage algorithnms for your reports, and there
is currently no report of the “other” answers. However,
this information can be accessed by going to the place where
your data is stored and opening up a table called

Ri skFactorinfo (This is explained in the section of this

manual titled Accessing the Dat abase).

Once you are finished selecting that patient’s conditions,
click NEXT at the bottom of the screen. |If there are
addi ti onal questions that you custom zed for your data

col l ection, the next screen you will come to will be the
first Questions screen where you enter the answers to the
custom questions you created. If so, skip to Chapter 8:
Entering additional information about a patient. O herw se,
t he next screen you come to will be the I mrmunization

Regi stration Entry (New Patient) screen. You can now
proceed to enter information on the next patient.

To get back to the main nenu instead of entering a new patient
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Sel ect CANCEL at the bottom of the screen you are on.
press EXIT, unless you entered sonme information about a new
patient but want to cone back to it
error message but if you did not enter any information or entered
an inconplete patient record, please note that by pressing EXIT

i nstead of CANCEL, you will have created a new patient

| at er.

You will

Do not

not get an

in the

system You wll have to either edit that patient

(Refer to the chapter in this manua

running any reports. Refer to the chapter

entitled 10. Deleting a Patient.

8. Entering additional

1. If you clicked NEXT on the R sk Factors screen
be at a screen titled Questions.

ended questions, the first screen wll
thi s exanpl e:

record | ater

entitled Updating

information on a patient, or delete that patient record prior to

in this mnua

I nformati on about a patient

you shoul d

If you created open-
| ook sonething |ike

Questions
Fatient
Fatient IO Firzt M arne Laszt M arme Site Code
[2BC2zraa7 | | | | | [ s | Use the
scrollbar
1. what iz the patient's favarite color? > to scroll
[ down to
see all
2. what iz the chief complaint? the
I remaining
3. How was the patient feeling? fill-in-
| the-blank
4. How did the patient look ? questions.
A, wwhhat did pou talk about with the patient?
. How happy do you think hedshe was?
Motes | Exit |
Back Ment
Clgar | LCancel |
2. Type in the answers to each open-ended question by placing
your cursor in the white area under each question and
typi ng the answer using your conputer’s keyboard.
* Note: Responses nmust be 100 characters or less. |If you

accidentally enter too many characters for your response and
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press NEXT to continue, you wll get an error nessage that
| ooks like the one on the next page.

Questions x|

If you get this
@ &l responses must be 100 characters or less, message, click OK
and revise your
answers accordingly.

3. When you are finished answering all of the questions on
this screen, you nay either click the NEXT button at the
bottom of the screen, ORif you are not happy wth your
answers and would like to start over, click the CLEAR

button. This will erase your answers on this screen.

4. Click NEXT to continue to the next screen. |If you entered
custom zed Yes/ No/ Unknown questions, they will appear
here. If not, this will take you back to the | nmunization

Regi stration Entry (New Patient) screen. See exanple
Yes/ No/ Unknown Questions screen on the next page.

Questions
— Patient
Patient |0 First Mame Last Mame Site Code Use the
| AEC188574 | |CURT | |pLE | | 22484 | scrollbar
to scroll
down to
1. Haz the patient received hepatitiz C counzeling? = Yex {7 Mo 7 Unknown see all
2. Has the patient received hepatitis C testing? " Yes (0 Mo 7 Unknown the
3. Hasz the patient ever been tested for HIV? = Yex {7 Mo 7 Unknown remaining
4. Has the patient ever received blood products inravenously? (& Yes 0 Mo 7 Unknawn Yes/No/
B. Iz the patient an organ donor? = Yex {7 Mo 7 Unknown Unknown

questions

Put a

check
mark with
your
cursor
next to

each
answer.

Back Hent

| Exit |
Cancel |

Clear
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I f you notice you have made a m stake and want to change your answers,
click the CLEAR button at the bottom of the screen and re-enter the
answers.

1) Answer all Yes/No/Unknown questions (if applicable)
and click NEXT. This will send you back to the
Immunization Registration Entry (New Patient) screen.
You can now proceed to enter information on the next
patient.

To get back to the main nenu instead of entering a new patient

Sel ect CANCEL at the bottom of the screen you are on. Do not
press EXIT, unless you entered sonme information about a new
patient but want to cone back to it later. You will not get an
error nmessage but if you did not enter any information or entered
an inconplete patient record, please note that by pressing EXIT
i nstead of CANCEL, you will have created a new patient in the
system You wll have to either edit that patient record | ater
(Refer to the chapter in this manual entitled Updating
information on a patient, or delete that patient record prior to
running any reports. Refer to the chapter in this manual
entitled 10. Deleting a Patient.

*Not e: The questions asked about on the previous two screens
are user defined. Refer to the section in this manual titled
“Addi ng Additional Questions”

9. Updating information on a patient

1. From the main nmenu, select the drop down for PATI ENT.
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Eile Patient clinic Provider Reports  Utility  Help

au't

Adult Clinic
Assessment
Software
Application

Centers for Disease Control and Prevention

: ontr 4
National Immunization Program ”ﬂ(l[// .

Immunization Services Division
Health $emvices Research and Evaluation Branch m

Department of Health and Human Services JIFN, "’;
VAKX
o

=10l x|

2. Sel ect EDI T PATIENT. The Select a Patient screen wll
appear (See next page):

Select a Patient x|

— Select fromm List

3. Select the
Select a Site: Site Code clinic site that
-] | (e et on

bel ongs to from
Select a Patient: the first drop-

FatientlD | Fatient Mame | Chart f down nenu.

Cantinue | Cancel |

Batient Listing |
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Select a Patient x|

— Select from List

Select a Site: Site Code
ABC CLINIC =l 71153
Select a Patint: 4. Sel e_ct
PatientlD | Patient Name | | hart # ] we patient
ABC227987 hi ghl i ghting
hls/her_
! dentifiers
in bl ue.

LContinue | Cancel |

FPatient Ligting |

*Note: You can more easily identify patient records by sorting
the information on this screen. You can do so by right clicking
with your mouse anywhere inside the Select a Patient box. This
allows you to either sort by chart ID or last name. Following
the arrow to the right of either option will give you the
ability to sort in either ascending or descending fashion.

You can see a report of all the patients entered under this
provider site by clicking on the Patient Listing button at the
bottom of the screen. This will produce a screen view of the
Provider Patient Listing report. To exit out of this report,
click the x at the top right hand corner of the report screen.
For nore information about this report, refer to the section in
this manual titled Generating a Provider Patient Listing Report.

5. Cl i ck CONTI NUE

6. Fol | owi ng procedures 1 through 5 above will bring you
back to the I munization Registration Entry screen for
the patient you have selected. You nmay make changes on
this screen and continue forward through the screens as
normal , maki ng changes as necessary.

7. Once you have edited the current patient, clicking NEXT will
bring you back to the Select a Patient screen, where you can
proceed to edit the next patient.
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8.

When you are through editing patients,
back to the Main Menu

39
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To see a list of patients you have entered and the changes you
have made on them you may do so by foll ow ng these procedures:

1. From the main nmenu, select the drop down for PATI ENT.

=10l x|

G ACASA
File Patient Clinic Provider Reports  Utility  Help

autt

Adult Clinic
Assessment
Software
Application

Centers for Disease Control and Prevenfion

Department of Health and Human Services 1;7""';
_ onT i) e

National Immunization Program 'WW/ A..

| Immunization

Immunization services Division
Health $envices Resedarch and Evaludation Branch

2. Sel ect PATIENT LI STING The follow ng screen will appear:

Patient History X

: 3. From
~Select a Site t he dr op
M down |ist

on the

— Patient History | ef t s
sel ect
t he
clinic
t hat the
patients
are from

LClose |
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A list of patients you have entered for that clinic site wll

appear .

The counter below keeps track of how
many patients you have entered.

4. Scroll
down and
across the
list by

pl aci ng
your

cur sor

i nside the
white area
of the
formor by
usi ng the
scrol | bars
under neat h
and to the
right of

t he
Screen.

atient History

- Select a Site

r Patient Histary

You have entered 1071 patient[z].

[T SiteCode|[ChanlD

[PatientlD

Firsfi/isit] izit| Fi -

DR 1805

27454

4366

DR 136144

27454

3555

DR 741529

27454

2154

DR 656835

27454

4783

DR 363320

27454

4679

DR 333333

27454

g342

DR 451579

274Rd4

RA7I

MR 35438

Bl

Cloze |

information on this screen.
your mouse anywhere inside the Patient History box.
you to either sort by chart ID or last name.
to the right of either option will give you the ability to sort in
either ascending or descending fashion.

*Note: You can more easily identify patient records by sorting the
You can do so by right clicking with
This allows
Following the arrow

* Not e:

incorrect by typing the correct

| f you notice any incorrect

You cannot neke updates on patient information that is

information within this form

i nformati on,

you must return to

the main nmenu and sel ect the PATIENT drop-down nenu, then ED T
PATI ENT, as explained in section 9.

5.

Click CLOSE to return to the main nenu
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1.

10. Deleting a Patient

From the mai n nenu,

Cenfers for Diseas2 Control and Prevention
National Immunization Program
Immunization services Division
Health services Research and Bvaluation Branch

Department of Health and Human Services JJ¥¥, ",;
VK
o

Click on DELETE PATI ENT.
come up.

Delete Patient

go to the drop down titled PATI ENT.

autt

Adult Clinic
Assessment
Software
Application

M!// g
immunzation |

The Del ete Patient screen w il

r Delete Patient

— Choose Site From Combo Box On Right

r Patient Information - Double Click On Left Side OF Grid To Select 4 Patient

3. Sel ect
the clinic

Patient Infarmation

site from

the drop
down nenu
on the
right.

r Patient To Delete
Selected Patient

Selected Patient 1D

Select One
[ [Ee[ete Eatiert |

Cancel Delete |
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*Note:

the information on this screen.

You can more easily identify patient records by sorting
You can do so by right clicking

with your mouse anywhere inside the Patient Information box.
This allows you to either sort by chart ID or last name.
Following the arrow to the right of either option will give you
the ability to sort in either ascending or descending fashion.

Delete Patient |
4. — Delete Patient
DF!J—blke — Choose Site From Combo Box On Right
click 7w | [ -
on the | | | e
gray
area to ) ) ) ) ) )
t he — Patient Information - Diouble Click On Left Side OF Grid To Select & Patient
left of Fatient Information
t he_ SiteCode| PatientlD Firztyizit Laztizit) Firsth arne
pat i ent ‘ FR897 | ABCEITA07 =
you o897 (ABC218902 €
want to 7hR97 ABCYETOST Dan
del et e.
a | 3
Patient To Delete The_ ,
Selepted Patient Selected Patient 1D patient’s
If you | | D nunber
col | ected wll cone
pati ent up under
names, the Seleu:t[lne. SELECTED
patient’s EEEEaEn Cancel Delete | PATI ENT
name wl | | D.
cone up
under |
SELECTED
PATI ENT.
5. Cick on DELETE PATIENT at the bottom of the screen. A
message box will cone up asking you if you are sure you want
to delete this patient.
Delete Patient |
Are you sure you want to delete thiz patient™?
Patient Mame: ¢ b
PatientlD: ABC23I7R07
Tez
6. Cick YES and the patient will be deleted. Then either

click on CANCEL DELETE, or CONTINUE to return to the nmin

nmenu.
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11. Deleting a clinic site

Fromthe main nmenu, select the CLIN C PROVI DER drop down

menu.
Sel ect DELETE CLINIC PROVIDER. A screen will come up called

Delete Site.

Delete Site | %]

—Delete Site
Select Site ta be Deleted Below
[|%*I# From t he
drop down
nmenu,
sel ect
Site To Delete th.e )
, , clinic
Site Mame | Site 1D | | site you
want to
del et e.
Select One
’V DeleteSite I EancelDeIeteI

Once the site is selected, click on DELETE SITE. A nessage

will conme up notifying you that by deleting the site, al

patients associated with the site will also be del et ed.
Delete Site |

0 By deleting the site, all patientz azsociated with this site will be deleted!

Cick K if you want to go ahead and delete the site. A
final confirmation notice will come up asking you if you are
sure you want to delete the site and all its patients.

Delete Site |

Q Final confirmation, Are you sure you want ko delete this site and all patients!

Click YES to delete the site.
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12. Deleting Mssed Opportunities Information

If you are returning to a clinic to do a follow-up assessment
and you would like to look at missed opportunities for a
different influenza season than the one you originally recorded
information on, or you want to change the dates you entered
previously for missed opportunities for influenza once data has
already been entered for a site, you will need to delete all
missed opportunities data previously recorded for that clinic
site! To do so, follow these steps:

1. From the Main Menu, select “Clinic Provider” from the drop-
down menu.

=10l x|

File Patient Clinic Provider Reports  Utility  Help

autt

Adult Clinic
Assessment
Software
Application

Centers for Disease Control and Preventfion

National Immunization Program # /, //
(immunization |

Department of Health and Human Services l"/""

Immunization services Division
Health services Resedarch and Evaludation Branch
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2. Select “Delete Missed Opportunities Information”. This will
take you to a screen that looks like this:

Delete Missed Opportunities Information L x|

— Select from List

Select Site from List: Site Code

[ |

[Melete [nfarmmatiamn Cancel Delete

3. Select the clinic site for which you would like the missed
opportunities data deleted by selecting it from the drop-down
menu next to “Select Site from List”.

Once you have selected the clinic site, its name and computer-
generated Site Code will appear on the screen.
Delete Missed Opportunities Information x|

— Select from List

Select Site from List; Site Code

ABC CLINIC

Delete Infarrmatian | Cancel Delete |

4. Click the Delete Information button.

You will get a pop-up screen asking you if you are sure you want
to delete the missed opportunities information for this site:

Delete Missed Opportunities Information x|

Q Are you sure you wank ko delete all missed opportunities information For this site?

Cancel |
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5. Click the Yes button to delete the missed opportunities data
for influenza, or click No or Cancel if you do not want to
delete this information.

Clicking Yes will delete the information and return you to the
Main Menu.

13. Cenerating Coverage Reports

1. Fromthe main nmenu, select the drop down nenu titled
REPORTS.

=10l x|

File Patient Clinic Provider Reports  Utility  Help

autt

Adult Clinic
Assessment
Software
Application

Department of Health and Human Services l"
Centers for Disease Control and Preventfion

Natienal Immunization I'-‘_n:-gram # /,y/
immunization §

) 4

Immunization services Division
Health services Research and Evaludation Branch

(ACASA 3.0.1 has the capability of generating eight different
types of reports: Coverage, Denographic, Provider Patient

Li sting, Provider Patient Imrunization Listing, Notes, Patient
| mmuni zati on Cards and Custom zed Questions (yes/no & fill-in-
t he- bl ank) Answer Reports).
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13.1 Cenerating an Adult Coverage Report

1. After you have selected the drop down nenu titled REPORTS

fromthe main menu, select COVERAGE REPORT.
down |ist that appears to the right,
REPORT. You will get a screen titled Select a

Cinic/Provider.

Select a Clinic/Provider

— Select from List

Select Site from List;

Site Code

[Caitirue |

From t he drop-
sel ect ADULT SUWMVARY

2. Choose
t he
clinic
site from
t he drop
down nenu
under
SELECT

SI TE FROM
LI ST.

3. Once you have selected a site, click CONTINUE at the bottom

of the page. You will get a screen titled Select Flu

Season(s).

Select Flu Season(s)

Pleasze zelect start and end dates for flu seazonls] for report,

Start date End date

Flu Season one ILa’_a’_ EI I M EI
Flu Seazan o I A EI I M EI

LConfinue | Cancel |

This screen gives the user the option of having the report

generate coverage on up to two influenza seasons.
can define the dates of those influenza seasons.
i nfluenza season typically runs from Qct ober through
February. See the exanple on the next page.
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Select Flu Season(s)

Fleaze select start and end dates for fu season(z] for report.

Start date End date

Flu Season ane I'IEIHEI'IKIZEIEIEI EI IEIEH:ZE#:ZEIEI‘I EI

Flu Seazon bwo I'IEIHEI'IKIZEIEH EI IDE£2EH2EIEI2 EI

LConfinue | Cancel |

4. Once you have sel ected your influenza season(s) for the
report, click Continue at the bottom of the screen to
proceed. This will generate a report titled Adult
Vacci nati on Coverage Sunmary Report.

. ALLNUM - Adult Coverage Report & x|

| x & & [l =] H <] 1 ot > M o= |J #h " Crystalege

Preview |

Adult Vaccination Coverage Summary Report

SiteProvider:  ALLNUM Age (DoB) 19 (6/131983) - 81 (9141920)
Location:  Stone Wountain, anystate 30087 Mumber of Fecords: 100
Luate of Assessment:  6R2472002

Age Group
Antigens 19 - §4 Years of Age 65+ Years of Age
Total (34} | At High Risk (%) Total (%)
o0 i 10

Influenza : 19

Influerza vaceine frora 104172001 - 202872002 14 1556 T 3634 6 4000

Influenza vaceine frora 100172002 - 2/22/2003 1 11 1 526 a0 000

One or mote missed opportunities fror 9732002 - 90 10000 19 100.00 #8000

Q272002 :
Preumscoceal : 22

At least one Preumococeal Polysaccharide 13 144 : 11 5000 9 9000

Resraccinated one or raore time 3 333 30 1344 0 ]
Hepatitis B : 4

At Jeast one dose of Hepatitis B vaccing 11 1222 : 2 5000 1] 0.00

Two doses of Hepatitis B vaccine 3 2E0 : 4 5000 0 ]

Three or more doses of Hepatitis B vaccme 4 66T 12500 0 000
Hepaiitis A 2

At least one dose of Hepatitis A vacoine 2 22 : 210000 0 ]

Two or more doses of Hepatitis & vaccine 2 3 2 10000 0 000
MME 47

At least one Measles, IMuraps and Rubella vaccine 7 N : 6 1277 0 ]

5. Dependi ng on what version of Crystal Reports you have
installed on your system the tool bar shown here at the top
of the screen may or may not appear‘. A description of the
t ool bar functions is given bel ow

* In earlier versions of Crystal Reports, the options to enlarge, print, email or save a report will be given at the
bottom of the screen in the form of icons. ACASA 3.0.1 uses Crystal Reports version 9 and will automatically
upgrade your version of Crystal Reports during the installation process.
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I. To enlarge or mnimze the report for easier
viewi ng, click on the drop down nenu next to the
100% on the tool bar and change the size of the
report.

ii. To print the report, click on the “print report”
icon (picture of a printer) on the toolbar. This
will send the report to your network printer.

iii. To save the report to a disk or |location on your
hard drive, click on the “export report” icon to
the right of the print icon. This wll bring you
to the Export screen:

FEormmnat:

|= tcrobat Fomat [FOF) =l
Deztination;

| = Disk fle =l

iv. Select the file format that you want to save the
report in fromthe drop down nenu under “Format:”

V. You can either save the report as a disk file or
email it.

a. To save as a disk file, select “Disk file”
fromthe drop down nenu under Destination.

A Cick K This will take you to the
Export Options screen.

Export Options x|

—FPage Ranage
4
" Page Range:

Fram: |1 Tao |1

Cick OKto print the entire report, or Page Range to select a
particul ar page in the report (In this case, the report is only 1
page in length so it does not matter which option you select).

B. Next you will cone to the Choose Export
File screen.
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Choose Export File K E
Save in: I 3 AdultCasa j ﬁl
1 latest
1 ald wersion
[ version 1.3
I ersion 1.3.1
"1 %ersion 1.3.2
"1 %ersion 1.3.4
File: narme: Coverage. #l3 Save I
Save as type: | Excel 5.0 [*.xls) =] Cancel |

i

C. Select the destination for the report to
save to and click SAVE

b. To email the report, select “Exchange Fol der”
fromthe drop down nenu under Destination.
Cick OK

i. This will take you to the Export
Opti ons screen.

Export Options x|

— Page Range

Lo |
" Page Range:

Fram; |'| T |'|

Cick OKto print the entire report, or Page Range to select a
particular page in the report (In this case, the report is only 1
page in length so it does not matter which option you select).

ii. Next you will cone to the Choose
Profil e screen.

Choose Profile x|

Profile Mame: |sems

(04 I Zancel | Help | Dptions :=-:=-|

A. The profile name fromyour mail server
account shoul d appear in the Profile
Nane: blank. |If this is the enuil
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profile that you would like to use to
send the report, click OKl  You wll
conme to the Select a folder screen, as
shown on the next page.

Select a folder x|

— Prafile :
zbyd

— Falder:

Select a Folder or an Address Book:

E-*@ by

-3 Mailbox - acasainfo
g Mailbax: - Baching, Carokyn
-3 Public Falders

B. Sel ect the email folder where you would
like the report to be sent. If you
would Iike to enail the report to
others, then send it to your inbox, as
shown:

52



Select a folder

— Prafile :

x|
zbyd ITI
_ Cancel |

— Folder:

kailbox - acazainfoE@nbox

Cancel

Select a Folder or an Address Book:

E-*@ zbys

=13 Mailbox - acasainfo
----- [C7] Calendar

----- (L] Contacts

----- (L] Deleted Tkems

----- (L] Drafts

EEI--Q Mailbio - Bachino, Caralyn
EEI--Q Public Folders

C. Open un Mcrosoft Qutlook™, or whichever
emai | program you use and you shoul d see
the report as an attachnment in your
i nbox.

D. Forward the email nmessage to whatever
emai | address you choose to send it to.

vi. Fromthe report screen in ACASA, click on the X at
the top right hand corner of the screen to return
to the main nenu.

13.2 Cenerating an Adol escent Coverage Sunmary Report.

1

After you have selected the drop down nenu titled REPORTS
fromthe main nenu, select COVERAGE REPORT. Fromthe drop-
down |ist that appears to the right, select ADOLESCENT
SUMVARY REPORT. The Select a dinic/Provider screen wll
appear.

Fol |l ow steps 2 through 4 under 13.1 above.
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The Adol escent Vaccination Coverage Sunmary Report will | ook
sonething like this:

&, INTERYENTION GROUP - Adolescent Coverage Report & x|

|x & & gz =] || 1 «f 1 oft RN " Crystaloge

Preview |
Adolescent Vaccination Coverage Summary Report .
Ste/Provider:  INTERVENTION GROUP Age (DoE)
Location:  jny City, Georgia 30567 Number of Records: a0
Diate of Asseamment: 612412002
Age Group
Antigens 13 - 18 Years of Age
Total (%) At High Risk (%)
1] |
Influenza : 1]
Influenza vaceine fror 107172001 - 2/28/2002 0 ] i ] 0.00
Influenza vaceine from 100172002 - 202872003 i} 000 il 0.00
One or more missed opportunities for Influenza vaccine 0 ] E ] 0.00
Pneumococeal i 0
At least one Preumococeal Polysaccharide ] 0.no ; 0 0.00
Revaccinated one or more time 0 ] E ] 0.00
Hepatitis B : 0
At least one dose of Hepatitis B vaccine ] 0.no ; 0 0.00
Two doses of Hepatitis B vaccing 0 000 ] 0.00
Three or more doses of Hepatitis B vaccine 0 000 : 1] 0.00
Hepatitis 4 Lo
At least one dose of Hepatitis & vaccine 0 ] : ] 0.00
Towro or rore doses of Hepatitis & vaccine ] 000 0 0.00
|final_query_adolescent.It65all {Mumber) |
MAER i
At least one Measles, IMuraps and Rubella vaccine 0 ] : ] 0.00
Towro or raore doses of MR vaccine ] 0.no : 0 0.00
Varicella 0
At least one dose of Varicella vaccine 0 ] : ] 0.00
Trw v weva Ancas 7f Uavinalls wacrine n nnn . n nnn =
3. To expand, print, or email the report, refer to section
13.1, number 5 above.
4. To exit the report, click the X at the top right hand
corner of the screen.
13.3 Cenerating a Summary Report Custom zed by Age
1. After you have selected the drop down nmenu titled REPORTS

fromthe main nmenu, select COVERACE REPORT. Fromthe drop-
down list that appears to the right, select CUSTOM SUMVARY
REPORT. The Select a Cinic/Provider screen wll appear.
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Select a Clinic/Provider |

— Select from List

2. Choose

Select Site from List: Site Code t h.e .
clinic

| site from

t he drop

down nenu

under

SELECT

SI TE FROM

LI ST.

[Caitirue |

Once you have selected a site, click CONTINUE at the
bottom of the page. You will get a screen titled
Sel ect Ages.

Select Ages

Select starting and ending ages for report:

from age I ko I

LContinue | Cancel |

Type in the age range of patients you would |ike the
report to cover. For exanple, if you are interested in
a report of adults ages 19-29, type “19” in the first
box, and “29” in the second box.

Click CONTINUE at the bottom of the screen.
Sel ect the flu season start and end dates for the

report as described in steps 3 through 4 under section
13.1
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The CUSTOM SUMVARY REPORT will | ook sonething Iike this:

. ALLNUM - Custom Coverage Report _Iﬁ' ll
|x & & g = || W < 1 oft RN | " Crystaloge

Preview |

-

Custom Vaccination Coverage Summary Report

SibeProvider.  ALINUM Age (DoE) 19 (6i131983) - 39 (122001962)
Locaion:  Stone Mountair, arystate 30087 Number of Records: 33
Date of Awesmment: G2472002

15 - 39  Yearsof Age
Antigens JA Lt High Risk
Total hge 65 and 1 Forother 1 Total
Patients (%) older* (%) 1 reasons (%) 1 atrsk (%)
13 : 0
Influenza 0 " 4 H 4
Influenza vaccine from 107172001 - 262802002 2 .06 0 o0 12500 1 2500
Influenza vaccine from 107172002 - 272872003 0 o.oa o 000 ] ] : 1] o.oa
One or raore missed opportunities frow 9302002 - 33 10000 %000 410000 ¢ 4 100.00
QAT2002 i i
Pneumococeal i : 3 : 5
At Jeast one Preurancoceal Polysaccharide 3 909 o ooo ; 1 2000 ; 1 2000
Revaccinated one or more tire 0 000 0 000 0 000 0 0o
Hepatitis B 2 " i}
At Jeast one dose of Hepatitis B vaccine 212 210000 o o0
Twro doses of Hepatitis B vaccine 6 1318 210000 ¢ 0 000
Three or more doses of Hepatitis B vaccine 4 1212 1 5000 E o o0
Hepatitis 4 : 0 : i
Lt least one dose of Hepatitis & vaccing 0 000 ; 0 000 0 0o
T or rore doses of Hepatitis & wvaccine 0 o.oa 0 00 E o o0
MMR - Pl -
7. To expand, print, or email the report, refer to
section 13.1, number 5 above.
8. To exit the report, click on the X at the top right-

hand corner of the screen.

14. Generating Denographic Summary Reports

1. After you have selected the drop down menu titled REPORTS
from the main menu, select DEMOGRAPHIC REPORT.

14.1 Generating an Adult Demographic Summary Report

1. After you have selected DEMOGRAPHIC REPORT from the REPORTS
menu, choose ADULT SUMMARY REPORT from the drop-down list
that appears to the right.

2. The Select a Cinic/Provider screen will appear.
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3. Select

Select a Clinic/Provider B | the
clinic

— Select from List site for
which you

Select Site from List: Site Code would

| 1 e A
run the
report

[Eattirte |

from the
drop down
menu
under
SELECT
SITE FROM
LIST:

4. Cick on CONTINUE at the bottom of the screen. You
will be pronpted to select your flu season start and
end dates for the report.

Select Flu Season(s)

Pleaze zelect start and end dates for flu seazonz] for report,

Start date End date

Flu Seazon ane I_.-"_.-"_ EI I F EI
Flu Season bwo I £ EI I F EI

‘ LContinue | Cancel | ‘

5. Enter in the appropriate dates as you learned in
section 13.1 and press the Continue button. This wll
generate a report like the one you see on the next

page.
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%, ALLNUM - Adult Demographic Report &) x|

|x & & gz =] |1 4 L o1 y oM ow || 8A = Crystal g

Preview |

-

Adualt Vaccination Demographic Summary Report
Site: ALLNUM
Location: Stone Mourtain, anystate 30087
Date of Assessment:  June 24, 2002
Number of Patienis: 101

M ethod of Paymeni Number of Patients by Race and Ethnicity
Total Hispanic
g‘éﬁg’ % 6‘% Bace Total (%)  or La}gfg (0453
Iedizaid 3 207 Black or Aftican- &merican 20 1980 0 000
Comercisl Insurance 8 1921 White 2 oumw 0 ooo
Ililitary ] 0.00 A slan 0 ooo [URi]
TriCare/Champus H 792 American Indian ar Alaska 0 o0.oo o o000
State Indigent Health Plan 1] 000 Hatfee
Mone/Self Pay 2 158 Hative Hawaiian or Other 0 o000 o o000
Other 1] oo Parific Islander
Not Hoted o oo Crther 0 000 0 000
Hot Noted 58 5842 1 089
Gender Age Group
i Qi C Age Total (%)
Biale 45 4455 19 to 64 Years o1 9010
Fertiale 36 5545 65+ Voars 10 990
Mot Noted o 0.00
Reasons Not Vaccinated
Provider
Medical Chose Not Patient says History
Contirain- Patient o No Already of
dication Refusal Vaccinate Vaccine  Vaccinated Disease Allergic Other Tnlmown
Yaccine Total %% Total %% Total %% Total %% Total %% Total % Total % Total % Total %
Influenza Vaccine o 0 o o 0 o 0 o 0 o o o o o o #80
from 104172001 -
AEA002
Influerza Vaseine [ R [V R [ R [ R [ | R /A R T 0 10098

from 107172002 -

You can zoom print, or export this report using the tool bar
at the top of the screen, the sane way as the Coverage
Summary Report (procedures described previously in section
13. 1, nunber 5.

6. To exit the report, click on the X at the top right-
hand corner of the screen.

14.2 Generating an Adolescent Demographic Summary Report

1. After you have selected DEMOGRAPHIC REPORT from the drop-
down list under the REPORTS menu, select ADOLESCENT SUMMARY
REPORT.

2. The Select a Clinic/Provider screen will appear.
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Select a Clinic/Provider Ed |

3. Select the
clinic site for

which you
Select Site from List: Site Code would like to

| SI<T R run the report
from the
[Eattirte |

— Select from List

drop down
menu under
SELECT
SITE
FROM
LIST:

4. Cick on CONTINUE at the bottom of the screen. You
will be pronpted to select the flu season start and end
dates for the report.

Select Flu Season(s)

Pleaze zelect start and end dates for flu seazonz] for report,

Start date End date

Flu Seazon ane I_.-"_.-"_ EI I F EI
Flu Season bwo I £ EI I F EI

‘ LContinue | Cancel | ‘

5. Enter the appropriate dates and click Continue. This
will bring you to the Adol escent Vaccination
Denogr aphi ¢ Sumary Report.
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The Adol escent Vacci nation Denographi c Sumrary Report

will look something |like this:
&, ALLNUM - Adolescent Demographic Report =& x|
|x & & g = || W < 1 oft RN " Crystaloge
F‘rewewl

-

Adolescent Vaccination Demographiic Summary Report

Sita: ALLNUM

Lacation: Stone Mountain, anystate 30087
Date of Assassment:  June 24, 2002
Nurmher of Patients: 0

M ethod of Paymeni Number of Patients by Race and Ethnicity
Total Hispanic
Thsurance Tl - O Bace Total (%)  orLatino (%)
Wedicaid 0 om Black or African- & merican 0 0o 0 000
Cloraraereial Insurance 0 000 White 0 0o 0 nan
Tulilitary il 0on Asian o ooo o oo
TriCare/Charmpus i} ooo American Indian ar Alaska 0 o0.oo o o000
State Indigent Health Plan 1] 0.00 Mative
Mone/Self Pay 0 000 Hattve Hawaiian or Other 0 o000 o o000
Other 0 000 Parific Islander
Hot Hoted 0 ooo Other 0 0o 0 0m
Hot Moted 0 o000 o o0
Gender Age Group
Gender Total (M) Age Total (%)
Ilale o ooo 13 o 18 Veas 0 000
Fernale 1] 0.00
Mot Moted 0 oo
Reasons Not Vaccinated
Provider
Medical Chose Not Patient says History
Contrain- Patient to No Already of
dication Refusal Vaccinate Vaccine  Vaccinated Disease Allergic Other Tndmown
Yaccine Total %% Total %% Total %% Total %% Total %% Total % Total % Total % Total %
Influgnza Vaceine 1] 0 o o 1] 0 1] 0 1] 0 o o o o 1] 1] o o
from 104172000 -
A .
Influenza Vaceine 1] 0 o o 1] 0 1] 0 1] 0 o o o o 1] 1] o o
from 107172001 - =
6. To expand, print, or email the report, refer to

section 13.1, number 5 above.
7. To exit the report, click on the X at the top right-
hand corner of the screen.
14.3 Generating a Demographic Summary Report customized by age
1. After you have selected DEMOGRAPHIC REPORT from the drop-
down list under the REPORTS menu, select CUSTOM SUMMARY

REPORT.

2. The Select a Clinic/Provider screen will appear.
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Select a Clinic/Provider Ed |

— Select from List

Select Site

from List;

Site Code

S

[Eattirte |

3. Select the
clinic site for
which you
would like to
run the report
from the
drop down
menu under
SELECT
SITE
FROM
LIST:

4. Click on CONTINUE at the bottom

a screen titled Sel ect Ages.

Select Ages

Select starting and ending ages for report:

from age I ko I

of the screen.

You will

get

LContinue | Cancel |
5. Enter the age range for the report (example 50-64 yrs of
age.)
6. You will be pronpted to select the flu season start and end

dates for the report.

Select Flu Season(s)

Pleasze zelect start and end dates for flu seazonls] for report,

Start date

End date

[+ =l [ ++

Fli Seaszon one

Flu Season bwo I A EI I M EI
LConfinue | Cancel |
7. Enter the appropriate dates and click Conti nue.
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8. To expand, print, or email the report, refer to section
13.1, number 5 above.

9. To exit the report, click on the X at the top right-hand
corner of the screen.

The Custom Vacci nati on Denographic Sumrary Report will | ook
sonet hing |ike this:

. ALLNUM - Custom Demographic Report 18]
| x @& Flwx =] |1 < 1 of1 AR EFystal oee
Preview |

Custom Vaccination Demographic Summiary Report

Site: ALLNUM

Location: Stone Mourtain, anystate 30087
Date of Assessment:  June 24, 2002
Nupber of Patients: 30

Method of Paymeni Number of Patients by Race and Ethnicity
Total Hispanic
m— e % 6%) Race Total (%)  orLatine (%)
Medicaid 1 om Black or African- American 5 1667 0 000
Cormereial Insurance A% 66T White 5 16467 0 000
Wilitary ] 000 Agian o ooo o oo
TrCare/Charipus 1 333 American Indian or Alaska 0 o0.oo o o000
State Indigent Health Plan 1] 0.00 Mattwe
Mone/Self Pay 1 333 Mative Hawaiian or Other 0 o000 o o000
Other 0 000 Paific Islander
Hat Hoted 0 ooo Other 0 0o 00
Hot Noted 20 6647 0 000
Gender Age Group
Gender  Toml (0 oo Tou
Ilale 16 5333 19 to 64 Years 010000
Fernale 14 4667 65+ Vears o0 oo
Mot Noted 1] 0.00 Oto 1€ Years 0 000
Reasons Not Vaccinated
Provider
Medical Chose Not Patient says History
Conirain- Patient o No Already of
dication Refusal Vaccinate ~ Vaccine  Vaccinated Disease Allergic Other Unlmown
Yaccine Total %% Total %% Total %% Total %% Total %% Total % Total % Total % Total %
Influgnza Vaceine 1] 0 o o 1] 0 1] 0 1] 0 o o o o 1] 1] 2073
from 10172001 -
BROOZ
Influenza Vaceime 1] 0 o o 1] 0 1] 0 1] 0 o o o o 1] 1] 300100
from 10172002 -

10. To expand, print, or email the report, refer to
section 13.1, number 5 above.

11. To exit the report, click on the X at the top right-
hand corner of the screen.

62



15. Gener at

1.

. ALLNUM - Patient Listing Report

ing a Provider Patient Listing Report

From the main menu, select the drop down menu
item titled REPORTS, then PROVIDER PATIENT
LISTING. The Select a Cinic/Provider screen
wi || appear.

Select the provider for your report from the
drop-down menu under “Select Site from List”.
Click the CONTINUE button.

=12l x|

| x & & # [ =] H MoA 1 of1+ P M o= |J & Crystal oge

Preview |

PatientlD
ALTR39581
ALLA14801
ALL 364682
ALLS22791
ALL567033
ALLSA291E
ALLS51537
ALLAANTTS
ALT3E004
ALLIOATIS
ALLS507
ALLIN5256
ALLE4505
ALTAIL528
ALT335161
ALLIZA364
ALLZI0672
ALLA24590
ALLANS1E
ALL316TET
ALLEI1209
ALLITIIER
ALLIS9032
ALLA40342
ALLIZ9A5E
ALTIDAR4D
ALLANZ144
ALLIA4TER

-

Patient Listing

Site: ALLNUNM

Locaion:  Stone Mountain, arcpstate 30087
Date of Aswesonent:  6/24/2002

Number of Palients: 103

ChartlD Name

1594 24
1742 149
1788 29
1802 102
1930 128
2154 é
2297 136
2428 130
2443 38
2585 142
2391 10
Mé 13
2757 14
el 146
2875 36
28009 23
295 116
3140 104
3187 148
3326 140
3535 7
3671 43
785 139
3193 33
4028 141

This report was created to allow the user to quickly glance at
or print out a list of which patients were entered in the chart

audit.

You can scroll through the list of patients by
holding your cursor on the scrollbar at the
right-hand side of the screen.

You can zoom print, or export this report
using the tool bar at the top of the screen,
the sane way as described in procedure nunber
5 under 13.1 Generating an Adult Coverage

Report.
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iii. Exit the report by clicking on the X at the
top right-hand corner of the screen.

16. Cenerating a Provider Patient |nmunization Listing
Report

The Provider Patient |Imrunization Listing Report is a report
listing which vaccinations were received by each of the
patients that were included in the assessment, along with

t heir vaccination dates.

1. Fromthe main nmenu, select the drop down nenu titled
REPORTS. Then sel ect PROVI DER PATI ENT | MMUNI ZATI ON LI STI NG
The Select a Cinic/Provider screen will appear.

Select a Clinic/Provider X|

— Select from List

Select Site from List: Site Code

(- | |

Lorfinue | Cancel |

2. Sel ect the provider for your report fromthe drop-down I|i st
underneath where it says “Select Site fromList:”

3. Click CONTINUE. The Provider Patient |nmunization Listing

Report will 1ook sonmething |like the sanple shown on the next
page.
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=12l x|

. ALLNUM - Immunization Listing Report

| x & & gz =] |1 4 Lo i+ Mo || dA = Crystal g
F'rewewl
o
o
HEHEEEEEEEERL CE Xt X 1S4 30
RER RIS ESS S R R 5
&
[
&
(=
-
&
I
&
=
® g
¥ =
& slzedlis] 22 28 =
2 SR eS| 3§ 83 5 ypue 8
= ma|ta & [==1 GO [ 15 &&Q,..U
- S5¥ o
R R =
& E OB O
5 f¥ B
2 §8»
N
= S5 2
= S =
o =
i g
E R
5 S b
4, Al of the patients may not be visible on one screen. To

scroll through to the next and subsequent screens, click on
the right arrowicon at the top of the screen.

i. You can zoom print, or export this report using the
tool bar at the top of the screen, the sane way as
described in procedure nunber 5 under 13.1 Generating
an Adult Coverage Report.

ii. Exit the report by clicking on the X at the top
ri ght-hand corner of the screen.
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17. Cenerating a Custom zed Questions Summary Report
(for yes/no questions)

1. From the main nmenu, select the drop down nenu titled
REPORTS. Then sel ect YES/ NO QUESTI ONS REPORT. The Sel ect a
Cinic/Provider screen will appear.

2. Select the clinic site fromthe drop-down nmenu as
previ ously.

3. Click the CONTI NUE button at the bottom of the screen. You
will come to the YES/ NO QUESTI ONS REPCORT. The YES/ NO
QUESTI ONS REPORT will 1 ook sonmething like this exanple:

%, ALLNUM - Yes,/No Questions Report =&l

| x & & # [ix | H <] 1 ot > M o= |J #h | " Crystalege

Preview |

Customized Yes'No Questions Summary Report

Site:  ALLNUM

Location:  Stone Mountan, anystate 30087
Date of Assessment: June 24, 2002
Number of Patients: 103

Yes No Unknown
Question Total % Total % Total %
1 did patient continne besond high school? 0 0 1] ] 0 0

4. Al'l of the answers may not be visible on one screen. Hold
your cursor on the scrollbar to the right of the report to
scroll to the bottomof the report.

i. You can zoom print, or export this report using the
tool bar at the top of the screen, the sanme way as
described in procedure nunber 5 under 13.1 Cenerating
an Adult Coverage Report.

ii. Exit the report by clicking on the X at the top right
hand corner of the screen.
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18. Generating a Custom zed Questions Sunmary Report
(for fill-in-the-blank questions)

1. Fromthe main nmenu, select the drop down nmenu titled
REPORTS. Then sel ect FILL-IN THE- BLANK QUESTI ONS REPORT.
The Select a Cinic/Provider screen will appear.

Select a Clinic/Provider |

— Select fram List

Select Site from List: Site Code

e R

[Emmtinue | Cancel |

2. Select the clinic site fromthe drop-down nenu as
previ ously.

3. Cick the CONTINUE button at the bottom of the screen. You
wll come to the FILL-1N THE- BLANK QUESTI ONS REPORT. The
report | ooks sonmething |like the exanple shown on the next
page.
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. ALLNUM - Fill-in-the-blank Questions Report

Jx%@ghouz -] HM 4| 1 of2+

Preview |

=12l x|

y M = |J 4 *cFystal oge

Site: ALLMUM

Location: Stone Mountain, anystate 30087
Date of Assessment:  June 24, 2002
Number of Patients: 103

-

Cuestion #1:  How did the patient feel yesterday?

PatientIDy ChartlD Harne
ATL101812 2357 102

ALLAIISEE 2501 10 ¥

Al'l of the answers (even to the first question) may not
be visible on one screen. Hold your cursor on the
scroll bar to the right of the report to scroll to the
bottom of the report.

Al'l of the patients will not be visible on one screen.
To scroll through to the next and subsequent screens,
click on the right arrowicon at the top of the screen.

You can zoom print, or export this report using the
tool bar at the top of the screen, the sanme way as
described in procedure nunber 5 under 13.1 CGenerating an
Adult Coverage Report.

Exit the report by clicking on the X at the top right
hand corner of the screen.
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19. Cenerating a Notes Report

1. Fromthe nmain nmenu, select the drop down nenu titled
REPORTS. Then sel ect NOTES REPORT. The Select a
Clinic/Provider screen will appear.

Select a Clinic/Provider |

— Select from List

Select Site from List; Site Code

[ |

[Eantmue | Cancel |

2. Select the clinic site fromthe drop-down nenu as previously.
3. Cick the CONTI NUE button at the bottom of the screen. You

wll come to the NOTES REPORT, which will | ook sonmething |ike the
report on the next page.
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. ALLNUM - Notes Report =& x|
| x & & gz =] |1 4 L o1 y oM ow || 8A = Crystal g

Preview |

-

Patient Notes for
ALLNUM
Stone Mouttain, anystate 30087

Chart

PatientID Patient Name Number Notes
HLL33094 6, 2154 Patient allergic to tetanus
ALL394142 1, 7193 alksjikla

asdjf2

3.

4. Slkajslkf

ajklag] MotesReport. Motes (String)
ALLS65745 150, 8375 had mumps
ALLT24650 120, 7 had measles and roumps as a child
ALLDE3487 4, 7834 Hep B series (1995-1006)

. Al'l of the patient notes may not be visible on
one screen. Hold your cursor on the scroll bar
to the right of the report to scroll to the
bottom of the report.

Ii. You can zoom print, or export this report
using the tool bar at the top of the screen,
the sane way as described in procedure nunber
5 under 13.1 Cenerating an Adult Coverage

Report .

lii. Exit the report by clicking on the X at the
top right-hand corner of the screen.
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20. Cenerating a Patient |munization Card

A patient immunization card is a report of an individual
patient’s vaccinations and what vaccinations they needed. This
ideally can be printed out and placed in an individual patient’s
chart to remind the clinic staff of what wvaccinations a patient
has received and may still need.

1. From the main nmenu, select the drop down nenu titled
REPORTS. Then sel ect PATI ENT | MMUNI ZATI ON CARD. The Sel ect
a Patient screen will appear.

Select a Patient : x|

— Select from List

Seldct a Site: Site Caode

1]

Fatientl 0 | Fatient Mame | Chart #

2. Sel ect
the clinic
site from
t he drop-
down nenu
under
where it
says
“Select a
Site:”

Seldct a Patient:

Cantinue | Cancel |
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3. Once you have selected the clinic site, select the patient
for whom you wi sh to produce an inmmuni zation card, as shown
bel ow:

Select a Patient X|

— Select frarm List

Select a Site; Site Code

ALLNUM |

Select a Patient;

Fatient| D | Patient M ame | Chart # -
ALLEZ24R05 142 2AR5 i
ALL4T1528 10 2591
ALLIITET 13 2716
ALL1BE3R4 14 2757
ALLATOET2 G 27
ALL424530 a6 2875
ALLEOSTS 23 2899 -
1] |
LConfinue Cancel

4. Click the CONTI NUE button at the bottom of the screen. You
will come to the PATI ENT | MVUNI ZATI ON CARD, which will | ook
sonmething |like the exanple on the next page.
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i, GNS, GRR. - Immunization Record &) x|

| x & & gz =] |1 4 L o1 y oM ow || 8A = Crystal g

Preview |

-

Immurnization Record

Nama: NS, GRE.
Birthdate  June 25, 1930

Type of Date given
At risk Varcing ranidaziyr
Hep B
Hep &
WIME.
Warizella
Td
Prenrococeal PCY 9132003
Influenza v

. You can zoom print, or export this report
using the tool bar at the top of the screen,
the sane way as described in procedure nunber
5 under 13.1 Cenerating an Adult Coverage

Report.

Ii. Exit the report by clicking on the X at the
top right-hand corner of the screen.
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21. Utilities

1. From the Main Menu, select the drop down nenu titled
UTILITY.

autt

Adult Clinic
Assessment
Software
Application

Centers for Disease Control and Prevenfion

/
Natienal Immunizetion Program "WW/ g

Immunization services Division
Health $envices Resedarch and Evaludation Branch w

Depariment of Health and Human Services 1;7""';'
) %

(The current Adult CASA Version 3.0.1 has three utilities (Export
Site(s), Inport Site(s) and Conpact Database).
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21.2 Exporting Data
1. Once you have selected the UTILITY drop down fromthe

mai n nenu, select “Export Site(s)”. The Select Site
screen will appear.
. Select Site (O] x]

Fleasze select zite(z] to zend.

#rE Clinic
ABC Cliric:
Fonald McDonald Clinic

Continue |

2. Select the clinic site or sites fromwhich you are
exporting data. (To select nore than one site, hold
the shift or control key on your keyboard and sel ect
the sites you want to export.)

3. dick Continue.
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4. This brings you to a screen that |ooks Iike this:

Select a database to zave records to. E

Save jn: Ia.ﬁ.dultﬂasa j ﬁl

latest

old wergion
werzion 1.3
Yerzion 1.3.1
Yerzion 1.3.2
Werzion 1.2.4

File name:

Save as type: I.-'-‘-.u:cess Databaszes [*.mdb) j Cancel |
S

21 CDCHaspital. mdb

AdultCASA, mdb Save I

5. Sel ect an Access dat abase to export your site into or
save your database under a new nanme. You can either
overwite an existing file or nerge your site into it.
The next screen you will come to will look lIike this:

is. Select an Option =10 x|

That databaze already exiztz. Please zelect fram the
fallowing options;

Merge Inta An ExRigting Site |

Cancel |

6. You

If you wish to overwite an existing file, select
the OVERWRI TE button. dicking OVERWRI TE wi | |
cause the existing database to be conpletely
overwitten with the newfile! If this is not what
you want to do, then click CANCEL or renane the

filel

will get a nessage letting you know that your

records have been successfully saved, as shown on the
next page.

Select Site

Records succeszsfully saved.
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Your records will be saved in the location where you
exported them.

i. If you wish to nmerge the site into an existing
dat abase, sel ect MERGE | NTO AN EXI STI NG SI TE
This will conbine the records you are exporting
with those in an existing site that you choose.

*Note: You can only export a site into a site that
was created with ACASA version 3.0 or |ater
Therefore, it is inportant to upgrade to the | atest
version of ACASA. If you try to nerge the site
with a site that was created using an earlier
version than 3.0, you will get an error nessage
that | ooks like this:

Select an Option x|

@ You can only expaort data ko a dakabase that was created using ACASA version 3.0 or later,

Gick OKto cancel this request.

ii. Next, you wll conme to the Site Merge screen
which will ook something |like this:

&, Site M 3 _|o] x ..

s =10l 7. Choose the clinic

site from the

Fleaze select a site ta merge records inta. database you

ELPueblo intervention group

ELPUEELO COMTROL GROUR _ SeleCted. that you
would like to merge

your records with by

clicking on the site
name.

8. Click the Merge
Records button.

iMerge Records Cancel

*Note: If the custom questions that correspond to the site
you are nmerging your records into are different fromthe
custom questions for your site, then you will get the
fol | owi ng war ni ng nessage:
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. NOTICE =10l x|
IMPORTANT! IMPORTANT! IMPORTANT!

The cuztomizable ves/nofunknown guestions for
ABC CLIMIC
and ELFUEELO COMTROL GROUP

da not match.

YWhen these bwo zites are mernged, the data for the merged zite will no longer be walid.

Do you wizh to continue?

This error nmessage |ets you know that the custom questions data
will not be maintained in the nerged site once it is created. By
clicking YES you are accepting that the custom questions data
will be lost. Oherwi se, you can choose to click NO and retype

the custom questions in your site to exactly match those in the
site you are exporting your records into (or vice-versa). Doing
this properly may involve sone instruction by CDC staff. You may
emai | this question to acasainfo@dc.gov for help.

| f you choose YES, once the sites are nerged, you will get a
confirmati on nessage that |ooks |ike this:

N

Records successfully merged,

Click OKto return to the Main Menu.

21.2 Inporting Data

You can use the importing feature in ACASA to either import data
from another ACASA file or to import a file containing the
customization (including user-pre-defined custom questions) that
you want to re-use from a previous assessment, as described in
the section of this manual titled 4. Adding Additional
Questions.

1. Once you have selected the UTILITY drop down fromthe
mai n nmenu, select “lnport Site(s)”. The follow ng
screen wi || appear:
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Loak i Ialmpnrt j - I'ji "

Hiztorny

celect a database to import site(s) from. el s

File name: |sdutCas A mdb | gpen |
Files of bipe: I.-’-‘-.-:n::ess Databases [*.mdb) j Cancel |
2

3. Put your
cursor here
and change
the file
nane to

mat ch t he
nane of the
file you' re
i nporting.
In this
exanpl e,
Cust om ndb

Sel ect a database to inport sites from If you saved a
dumry custom zation file while follow ng section 4 of
this manual, go to the | ocation/folder on your hard-
drive or back-up drive where that file is saved:

Select a database to import site(s) from.
Logkiri [ /3 Custemization Copy = &« ®efE-

[21] D CHospital,mdb

Ao““
¢ dultCASA mdb

Access Databases I mdbl ancel Adult Clinic
= Assessment

Software

Application

Centers for Disease Conirol and Prevention
National Immunization Program

Department of Health and Human Services r" "’

mw*.

Immunization Services Division
Heallh Services Research and Evalualion Branch

ai
W

ick on the OPEN button. The Select Site(s) screen
il

appear.
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. Select Site{s) (=]
Fleasze zelect zite(z] to impart.
DLy SITE
ABC CLIMIC
i Merge Inta An Existing Site i]  Move Site[z] To Mew Lacation
Cancel |

You can either nerge the data fromthe database you
selected in step 2 into an existing site that you have
al ready created, or you can create a site with a new
name to nmerge the records into.

*Note: If you are inporting a custom zed dat abase rat her
t han actual data, you want to create a new site, sSo you
woul d not select the Merge into An Existing Site button.
If so, skip to ii bel ow.

. To nerge the data fromthe sel ected dat abase,
select the site you wwsh to inport fromthe I|i st
of sites in the white area of your screen.

1. dick on Merge into an Existing Site. The
Site Merge screen will appear.
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m. Site Merge _ O] x|

Fleaze zelect a zite b merge records inka.

#1E Clinic
ABC Clinic
Fonald kMcDonald Clinic

Merge Records |

2. Select the clinic site that you wish to
i mport records into.

3. Sel ect the Merge Records button. You wll

get a nmessage letting you know t hat your
records have been successfully inported.

Site Merge ]

Recordz succeszsfully merged.

4, Click on OK to return to the main menu.

ii. To create a site with a new nane to nerge the
records into, follow steps 1 through 3 above
until you get to the Select Site(s) screen.

iii. Fromthe Select Site(s) screen, select the
site to inport records from

iv. Select Mwve Site(s) to New Location.
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*Note: If there is already a site saved in your

system by the sanme nane as the site you are
inmporting, you wll get a warning nessage that
| ooks like this:

Mo Zancel
Selecting NOw Il bring you back to the nmain nenu
and cancel the nerge.
1. Sel ect YES and continue. You will get a

screen that | ooks like this:

. Select a New Site Name . - O] x|

Current Site Mame:

DUMKY SITE

Mew Site Mame;

Continue | Cancel |

2. Enter the name for the new site. For exanple,
let’s call the newsite “Dr. Levitt”.

3. dick Continue. You will get a screen that
| ooks like this, letting you know that the
site was added:

Select Site[s]

Sitefz] successfully added.

4. Click OK.

If you inported the new site in order to keep the custom zati on
that was established during a previous site assessnent, then an
additional step is required. You nust go into that site and
change the site provider information so that it matches the
actual site of your current assessnent. Refer to the section in
this manual titled Editing Cinic Provider Information.
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21. 2 Conpacting the Database

You may want to compact the data if you have a large file and
wish to send it to someone as an attachment, save it to a floppy

disk, or to save space on your computer’s hard drive. To do
this:

1. Select the “Utility” drop down menu from the main menu.

Select “Compact Database”. The database will automatically
be compacted.

=10l x|

File Patient Clinic Provider Reports  Utility  Help

autt

Adult Clinic
Assessment

Software
Application

Centers for Disease Control and Prevenfion ‘ /
Natienal Immunization Pregram ' /
Immunization Services Division %

Health senvices Resedarch and Evaludation Branch

Department of Health and Human Services ¥ !’l”"
o,
s

2. Under the “Utility” menu, select “Compact Database”. The
data will be automatically compacted.
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22. Backi ng Up Your Data

ACASA data is backed up automatically by Microsoft Access™.
However, there are certain instances when you will need to make
additional backups of data. These are:

e Tmmediately following an assessment site visit
e When uninstalling and reinstalling software.

1. Immediately following an assessment site visit, you
should save your data to a floppy, writeable CD-Rom or
zip disc.

a. If you have an external drive, ensure that it
has been properly attached to your laptop prior
to beginning the site visit and that there is a
zip disk or CD-Rom inside.

b. Save the data selecting the Utility drop-down
menu from the ACASA MAIN MENU.

—lB(x]

File Patient Clinic Provider Reports  Utiity  Help

Adult Clinic
Assessment

Software
Application

Department of Health and Human Services l'"' "'
Cenfers for Disease Control and Prevention /
National Immunization Program
Immunization Services Division ' "'// /
Heallh Services Research and Evaluation Bronch m

c. Select Export Site(s) from the drop-down menu.
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23. Hel p Menu Opti ons

The Help menu, which is located on the Main Menu, 1s currently
not able to list options for help topic. If you select
“Contents” under the drop down menu “Help”, you will get a
message that looks like this:

ACASA Help |

Flease refer bo vour ACASA User's Manual, available from the NIP ACASA website wiww,cde,gov/nipfcasalacasa,htm
oF your ACASA CD-Rom,

*Note: Use the Table of Contents in this user’s manual to access
the specific topics you are looking for. You can go to a
particular section in this user’s manual by clicking on the
section heading in the Table of Contents.

General information about the software version you have and how
to reach technical support can be accessed by selecting “About
Adult CASA” under the Help drop-down menu. By selecting this
option, you will see a screen that looks like this:

=10l x|

Adult Clinic Assessment Software Application

Yerzion 3.0.1
Compile Date: MNovember B, 2003

Developed By:
MNational Immunization Program
Centers for Disease Control and Prevention

Far support, contact vour state's adult immunization coordinatar or
the ACASA supportteam

ACASA supportteam email:  acasainfol@cdc.goy

24. Qual ity Assurance Procedures

CDC strongly recomends that follow ng procedures be followed to
ensure proper data entry:
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1.

Fromthe main nenu, select the PATI ENT

Centers for Disease Control and Prevenfion

Natienal Immunizatien Pregram
Immunization Services Division

Depariment of Health and Human Services 1;7""';'
¥ d

Health $envices Resedarch and Evaludation Branch

dr op- down nenu.

au't

Adult Clinic
Assessment
Software
Application

IM’/
immunization |

Next ,

sel ect the PATIENT LI STI NG subheadi ng.

Hi story screen will appear.

Patient History

r Patient Histary

- Select a Site

The Pati ent

4. Place
your
cursor
here.

3. Select
your
clinic site
from the
drop-
down
menu.

Cloze |
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Once you have selected the clinic site, a list of all patients
you entered will appear in the PATIENT H STORY box.

5. Pl ace your cursor sonewhere within the white areas inside
t he box.
6. Once your cursor appears, scroll to the right. Scroll to
the right until you see the heading BirthDate.
PafientHisty |
- Select a Site
— Patient Histary
Sex BirthD ate|Race Ethnicity Address City
b |hale 07/02/1954 | Mot Moted Mat Moted
07/03/1920[Not Noted Not Noted
b ale 07/02/1954 [Mat Moted Mot Mated
07/03/1920[ Not Noted Not Noted
kil [ »
Cloze |
7. When your cursor is in the “birth date” field, scroll al
t he way down through your |ist of patients entered. If a
birth date is mssing for a patient, that patient will not

be included in the coverage report!

8. If birth dates are nmissing, nake a note of this and edit
your patient follow ng the procedures described in section
9, Updating Information on a Patient.

9. | f you custom zed your data entry to record first and/or
| ast visit dates, scroll down again through your list of
patients. For patients with mssing visit dates, go back to
the nedical record to find this information and edit your
patient follow ng the procedures described in section 9,
Updating Information on a Patient.

10. dick CLOSE when you are finished review ng your patient
i nformation.

25. Accessing the Dat abase

All data recorded into ACASA is automatically saved into a
Microsoft Access™ database on your computer’s hard-drive.
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Access to this database should be limited by the database
administrator in order to avoid corruption of the data.

Being able to access the data directly is an important feature
of ACASA Dbecause it enables the user to run queries which are
otherwise not available in the ACASA program. For instance, the
user may want to create a listing of all patients in a
particular age-group who are missing vaccinations, in order to
give this information to the provider practice. Since a
compiled report of all patients at-risk for and missing
particular vaccinations does not currently exist, the user will
need to make a copy of the database and access that copy of the
database directly to get at this information. The user can do
this by selecting “Save As..” from the “File” menu and saving the
copy of the database to a directory other than where the program
file are installed. That way there is less risk of corrupting
the original data set.
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Tables that contain relevant data for running queries, such as
the one described in the paragraph above include:

e AntigenInfo table: Contains what antigens were given
to each patient, vaccination dates, and reasons not
vaccinated.

e PatientInfo table: Contains patient demographic
information (identifies what patient corresponds to
the PatientId numbers in the other tables).

e NotesInfo table: Contains the individual patient notes
that were entered during the site wvisit.

e QuestionInfo table: Contains the data for the yes/no
questions that were entered about each patient during
the site wvisit.

e QuestionTextInfo table: Contains the data for the
fill-in-the-blank questions that were entered about
each patient during the site visit.

e RiskFactorInfo table: Contains the data on patients’
medical, social and behavioral risk factors that was
entered during the assessment.

e SiteInfo table: Contains the information about each
site for which there has been data recorded.

To run a query, the user should be familiar with using this
feature in Microsoft ACCESS™. If you know that you will need to
run additional queries with the data on the day of the
assessment to share with a clinic provider site, it is advisable
that you practice running the query you need prior to going in
to do the actual assessment.

Steps to take in creating a query to determine patients in
particular age or risk groups missing specific vaccinations may
include:

e (Creating relationships among tables (i.e. PatientInfo
table, AntigenInfo table and RiskFactorInfo table).

e Running a Simple Query Wizard and selecting the appropriate
fields from each table above (i.e. charted, BirthDate,
Antigen, Vaccination date (VacDate), any risk factors of
interest).

e Sorting the query data by BirthDate if interested in a
particular age group (ex. 50+ for missing influenza
vaccinations) .

e Copying the data onto another spreadsheet program like
Microsoft Excel to edit until you have identified the data
you need.
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*Note: If there is no date in the VacDate field for a
particular vaccination for a particular patient, then you
can assume that no vaccination was given.

26. How t o Report Software Probl ens

Pl ease report all technical difficulties to acasainfo@dc. gov.
I ncl ude a brief description of your problem question and your

t el ephone nunber if you wish to be contacted by phone. W will
respond to your request as soon as we can.
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